SEMIANNUAL 
INDEX TO 


“THE OFFICE”’ 


Volume 87 
Jan.-June, 1978 





> 








a ) 
™ Office 


is Available in 
MICROFORM 


For Complete Information 


WRITE : . . 
University 


Microfilms 
international 


Dept. F.A. Dept. F.A. 
300 North Zeeb Road 18 Bedford Row 
Ann Arbor, Mi 48106 London, WC1R 4EJ 


U.S.A. England / 


How long must you keep 

Sparen papers? 
Write for free booklet 
RECORD RETENTION 
TIMETABLE, describing 
Retention Periods as allowed 
by government authorities, 
and how to dispose of them 
safely without loss or worry! 


Electric Wastebasket Corp., 145 W. 45th St., %:.¥.10036 


The MOST in Paper Shredders TO-6 
Circle Reader Service Card No. 348 


Deceaad LETTERNEARS 


THERMOGRAP 


Stationery 

















BUSINESS CARDS + 500 for $1000 + 1000 for $12 00 
BUSINESS ANNOUNCEMENTS - 100 for $17 + 500 for $ 3 


9 sales tox outside Ab 
re, ENGRAVING CO. .43%5' 


HWY. 280, P.O.BOX 2311 © BIRMINGHAM, ALA. 3570! 





COTTERMAN WOOD & 
METAL SAFETY 
LADDERS FOR 
OFFICES & INDUSTRY 
® Meets OSHA Standards 
® Strong, easy to move, 
TUR Colas! -Ralomele-).4-2e-lse-16 8 
e Std. heights: steel up to 
160°’, wood to 216”. 
, Send us your reqmt’s. 
ed oo -1-Meor-be-lLeleM-17-T1-1e) | -) 
1.0. COTTERMAN CO.. 1947 Selmarten Road 
UNVigele-Wa il itso) oi @)o\0 0) (312) 851-4500 
Circle Reader Service Card No. 350 


192 


Accountant, The Services of the Public, Paul S. Allen 
Acoustical Privacy for the Open Office, Ann M. Turley 
Acoustics for the Open Office, Planning, R. Kring Herbert 
Administrative Management Conference in Cincinnati This 

Month, Annual 
Administrative Support Must Be a Team Effort, Work Processing 

and, N. Elizabeth Fried & Mary K. Kohlbacher 
Administrator, The Changing Role of the, Robert C. Hodgdon ... Jan., 
American Express Co., Southern Operations Center of 
Auditor as an Aide to Management, The EDP, 

RET aM ENN Oo ass onset a ic Sia HG Ga HSS aed Saale AS Jan., 
Binds Its Presentations, Bank Apr., 
British Strive to Mechanize Their Smaller Offices, A. G. Andrews — 101 
Calculators Get Heavy Use in Insurance Office , 102 
Calculators, Manufacturer Helps Users Service Their Own ., 60 
Changes Are More Difficult to Notice, Fast, Alexander R. Noble . 5 1 
COM Applications at DuPont, Deborah C. Astell 
COM Is Not a “Big Production,” At Equitable ., 83 
Communications for Information Control, D. L. Grantham ef! 
Communications Seminar, Data 
Computer Meets the Needs of a Small Business, Small 
Computer-Output-Microfilm, Missouri Makes Its Own 
Computer-Output-Microfilm Recorders, Users’ Guide to 
Computer-Output-Microfilm Reduces Bank’s Paper Records .... 

Computer Printers Save Money for Pennsylvania, Nonimpact ... 
Computer Reduces Inventory and Manpower, Business, 

Bill Wheaton 
Computer Service Is an Established Industry, Richard L. Crandall Jan., 
Computer, We Can Program Our Own Small Business, 

Gordon Carlson 
Consulting Services Reduce Costs, Management, Jerome H. Fuchs Jan., 
Copier, Mortgage Banker Saves by Paying More for a 
Copier Usage in a Large Hospital, Typical, James West & William 

Sestito 
Copiers But Reduces Copying Costs, Barclays Bank Adds 
Copiers Disseminate Information About Health Products 

Jack Van Allen .. 

Copying Cost Management, Control Data’s 

Copying Equipment, Users’ Guide to 

Copying, Future Trends in Office 

Courtesy and Cooperation Are the Office’s Lubricating Oils, 

Dr. Bruce I. Blackstone 

Credit Policy, Every Business Needs a Sound, Robert J. Hall .. 
Data as an Important Business Resource, Li. Col. Reed Phillips. . Jan., 119 
Data Entry, Something New to Be Managed:, Norman Bodek .... Jan., 146 
Data-Entry System, Upgrading a, Louis R. DeVita ., 104 
Data-Entry Systems, Suppliers of ., 120 
Design, The Team Approach to Office, William G. Krebs 117 
Dictators, Philadelphia Lawyers Are Smart, Kathryn S. 

Kaercher 126 
Distributed Data Terminals Save Money for Ashland Oil . 50 
Dream, The Realization of Our American, Alexander T. Kindling Jan., 98 
Duplicator That Can Collate Copies, City Likes Apr., 102 
Duplicators, Copiers and Copier-Duplicators, Robert T. Heyer .. Apr., 
Education, Growing Importance of Job-Related, John H. Panabaker Jan., 81 
Electronic Calculator Industry, C. Frances Borison 
Electronic Calculator Terms, Glossary of 
Electronic Calculators, Users’ Guide to 
Electronic Calculators, Using, Theodore J. Wirth - 

Employee-Owned Company, Management in an, J. M. Butler .... ss 
Employee Relations, Right or Wrong in Jan., 165; Feb., 117; 

Mar., 77; Apr., 63, May, 50; June, 65 
Environment, Improving the Office, Jack Klein June, 90 
Equipment Needs of the Technical Office, Theodore J. Williams .. Jan., 82 
Executive Office Design, Interesting June, 20 
Expo-Sium ’78 Word Processing Seminar and Exhibit in Milwaukee Mar., 100 
First-Line Managers Must Know, What, Phyllis J. Peck Jan., 71 
Forms Industry’s Symbol of Professionalism, John W. Jacobs .... Jan., 142 
Free Enterprise, Reteach the Wisdom of, Robert D. Lane ., 106 
Furniture, Safety and Performance Standards for Office, 

Joseph B. Hartman i) or 
Government to Help Business, Helping, Roy L. Phelan Jan., 103 


THE OFFICE, June 1978 





SEMIANNUAL 
INDEX TO 


“THE OFFICE”’ 


Volume 87 
Jan.-June, 1978 





> 








a ) 
™ Office 


is Available in 
MICROFORM 


For Complete Information 


WRITE : . . 
University 


Microfilms 
international 


Dept. F.A. Dept. F.A. 
300 North Zeeb Road 18 Bedford Row 
Ann Arbor, Mi 48106 London, WC1R 4EJ 


U.S.A. England / 


How long must you keep 

Sparen papers? 
Write for free booklet 
RECORD RETENTION 
TIMETABLE, describing 
Retention Periods as allowed 
by government authorities, 
and how to dispose of them 
safely without loss or worry! 


Electric Wastebasket Corp., 145 W. 45th St., %:.¥.10036 


The MOST in Paper Shredders TO-6 
Circle Reader Service Card No. 348 


Deceaad LETTERNEARS 


THERMOGRAP 


Stationery 

















BUSINESS CARDS + 500 for $1000 + 1000 for $12 00 
BUSINESS ANNOUNCEMENTS - 100 for $17 + 500 for $ 3 


9 sales tox outside Ab 
re, ENGRAVING CO. .43%5' 


HWY. 280, P.O.BOX 2311 © BIRMINGHAM, ALA. 3570! 





COTTERMAN WOOD & 
METAL SAFETY 
LADDERS FOR 
OFFICES & INDUSTRY 
® Meets OSHA Standards 
® Strong, easy to move, 
TUR Colas! -Ralomele-).4-2e-lse-16 8 
e Std. heights: steel up to 
160°’, wood to 216”. 
, Send us your reqmt’s. 
ed oo -1-Meor-be-lLeleM-17-T1-1e) | -) 
1.0. COTTERMAN CO.. 1947 Selmarten Road 
UNVigele-Wa il itso) oi @)o\0 0) (312) 851-4500 
Circle Reader Service Card No. 350 


192 


Accountant, The Services of the Public, Paul S. Allen 
Acoustical Privacy for the Open Office, Ann M. Turley 
Acoustics for the Open Office, Planning, R. Kring Herbert 
Administrative Management Conference in Cincinnati This 

Month, Annual 
Administrative Support Must Be a Team Effort, Work Processing 

and, N. Elizabeth Fried & Mary K. Kohlbacher 
Administrator, The Changing Role of the, Robert C. Hodgdon ... Jan., 
American Express Co., Southern Operations Center of 
Auditor as an Aide to Management, The EDP, 

RET aM ENN Oo ass onset a ic Sia HG Ga HSS aed Saale AS Jan., 
Binds Its Presentations, Bank Apr., 
British Strive to Mechanize Their Smaller Offices, A. G. Andrews — 101 
Calculators Get Heavy Use in Insurance Office , 102 
Calculators, Manufacturer Helps Users Service Their Own ., 60 
Changes Are More Difficult to Notice, Fast, Alexander R. Noble . 5 1 
COM Applications at DuPont, Deborah C. Astell 
COM Is Not a “Big Production,” At Equitable ., 83 
Communications for Information Control, D. L. Grantham ef! 
Communications Seminar, Data 
Computer Meets the Needs of a Small Business, Small 
Computer-Output-Microfilm, Missouri Makes Its Own 
Computer-Output-Microfilm Recorders, Users’ Guide to 
Computer-Output-Microfilm Reduces Bank’s Paper Records .... 

Computer Printers Save Money for Pennsylvania, Nonimpact ... 
Computer Reduces Inventory and Manpower, Business, 

Bill Wheaton 
Computer Service Is an Established Industry, Richard L. Crandall Jan., 
Computer, We Can Program Our Own Small Business, 

Gordon Carlson 
Consulting Services Reduce Costs, Management, Jerome H. Fuchs Jan., 
Copier, Mortgage Banker Saves by Paying More for a 
Copier Usage in a Large Hospital, Typical, James West & William 

Sestito 
Copiers But Reduces Copying Costs, Barclays Bank Adds 
Copiers Disseminate Information About Health Products 

Jack Van Allen .. 

Copying Cost Management, Control Data’s 

Copying Equipment, Users’ Guide to 

Copying, Future Trends in Office 

Courtesy and Cooperation Are the Office’s Lubricating Oils, 

Dr. Bruce I. Blackstone 

Credit Policy, Every Business Needs a Sound, Robert J. Hall .. 
Data as an Important Business Resource, Li. Col. Reed Phillips. . Jan., 119 
Data Entry, Something New to Be Managed:, Norman Bodek .... Jan., 146 
Data-Entry System, Upgrading a, Louis R. DeVita ., 104 
Data-Entry Systems, Suppliers of ., 120 
Design, The Team Approach to Office, William G. Krebs 117 
Dictators, Philadelphia Lawyers Are Smart, Kathryn S. 

Kaercher 126 
Distributed Data Terminals Save Money for Ashland Oil . 50 
Dream, The Realization of Our American, Alexander T. Kindling Jan., 98 
Duplicator That Can Collate Copies, City Likes Apr., 102 
Duplicators, Copiers and Copier-Duplicators, Robert T. Heyer .. Apr., 
Education, Growing Importance of Job-Related, John H. Panabaker Jan., 81 
Electronic Calculator Industry, C. Frances Borison 
Electronic Calculator Terms, Glossary of 
Electronic Calculators, Users’ Guide to 
Electronic Calculators, Using, Theodore J. Wirth - 

Employee-Owned Company, Management in an, J. M. Butler .... ss 
Employee Relations, Right or Wrong in Jan., 165; Feb., 117; 

Mar., 77; Apr., 63, May, 50; June, 65 
Environment, Improving the Office, Jack Klein June, 90 
Equipment Needs of the Technical Office, Theodore J. Williams .. Jan., 82 
Executive Office Design, Interesting June, 20 
Expo-Sium ’78 Word Processing Seminar and Exhibit in Milwaukee Mar., 100 
First-Line Managers Must Know, What, Phyllis J. Peck Jan., 71 
Forms Industry’s Symbol of Professionalism, John W. Jacobs .... Jan., 142 
Free Enterprise, Reteach the Wisdom of, Robert D. Lane ., 106 
Furniture, Safety and Performance Standards for Office, 

Joseph B. Hartman i) or 
Government to Help Business, Helping, Roy L. Phelan Jan., 103 


THE OFFICE, June 1978 





Information, Controlling the Quality and Flow of, 

Paul G. Zurkowski Jan., 128 
Information System, The Total Management, W. Kenneth Hull .. Jan., 
In-Plant Management Conference This Month in New York .... Apr.,, 
In-Plant Printing Productivity by 50%, Westinghouse Increases Its Apr., 
In-Plant Printing, We Decentralized, Doug Grantham Apr., 
In-Plant Printshop, AMA’s .. Apr., 
In-Plant Shop Speeds Its Finishing Operations, Teleprompter’s .. Apr., 
In-Plant Typesetting Cuts Costs and Improves Communications . Apr., 
Japan’s Business Equipment Industry, Saichiro Kaneko .. Jan., 
Legal Administrator, The Attorney and the, Donald S. Atkins ... Jan., 
Lighting Reduces Energy Needs, Office Task . June, 
Lighting Saves Energy Dollars, Carborundum’s Office .. Mar., 
Management Differs in Government, Business, David Larkin .... Jan., 
Manuals, Automating the Distribution of Information in Company, : 

Brian M. Cluer 
MICR Rejects, Bank Reduces May, 
Microfilm Function, Organizing the, J. B. Delaney aes 
Microfilm Operation, Bank’s ; Apr., 
Microfilm Project, Planning a, Leonard S. Lee Mar., 
Microfilm Reader, How to Select a, Don M. Avedon Apr., 
Microfilm, Taking the Mystery Out of, Richard J. Conners Jan., 
Microfilmed Files Back Up Computer Data Terminals 
Microfilmed, No Records Missing Since Files Were 
Micrographic Readers and Keader-Printers, Users’ Guide to 
Micrographics ’78 Next Month in Boston 
Microsystems, Department Store’s 
Minicomputer Best, Hub Mail Likes Its . 

Money Order Processing System, Western Union’s . 

National Business Equipment Show Next Month 

National Computer Conference 

Neocon X in Chicago, June 14-16 

NOPA/. Convention and Exhibit This Month in Los Angeles 

OCR Data Entry for Subscription Fulfillment 

OCR System, The Economics of Selecting an, Herbert F. Schantz 
Open and Closed Office Space, Integrating, John A. Wallace .... 
Open, New Accounting Offices Are Not “Wide” 

Open Office Is Productive for an International Harvester 

Division 
Organization Serves Its Industry, How an, Horace Dunagan Jr. .. 
Paper Is Money, Don’t Forget That, Pamela Baldwin 
Partitions Simplify Office Remodeling, Movable 
Personnel Laws, Be Cares: to Obey New, Zean Jamison 
Phototypsetting, Commerciai Application of Word Processing & .. 
Planning Executives Look to the Future, Stewart F. Mitchell .... 
Printing Are Counted Alike by Aetna, One and Two-Sided 
Printing, Camera-Processor Simplifies Catalog Makeup and .... 
Printshop, Automating the, Charles E. Tyzzer Jr. .............. 
Public Agencies’ Need for Public Disclosure, Charles L. Davis ... 
Purchase for the Office, The Modern Way to, J. Edward Johnson . 
Purchasing, Certified Professionals in Public, Herbert C. Damron 
Purchasing in the Health Care Field, John A. O’Connell 
Purchasing Systems That Save Money, Hall B. Whitworth . 

Readers’ Forum, 1978 Annual 

Real Estate Management Information System 

Records Management, Professionalism in, Alice L. Haltom . 

Records Management, The Total Systems Approach to 

Remodeling Old Buildings into New Offices, Edifactrics Means, 
Roger Keating ... 

Reordering System, Woolworth’s Mer chandise Sore 

Reporter, The Bionic Management, R. Leslie Ellis . . 

Risk and Its Assessment, The Management of, James R. Kelly . 

Salesmen, Advice to Office Equipment, Arthur A. Zeller 

Scale Raises Mailroom’s Efficiency, Electronic 

Secretarial Opinions, Some 

Secretaries Are an Endangered Species, Walter W. Macauley .... 

Security Program, The Organization of a, Don W. Walker .... 

Smoking, One Answer to the Problem of Office 

Sound Enclosures for Office Machines 

Sun Life’s Colorful U.S. Headquarters 

Supplier Tests Products It Sells on Its Own Office Equipment ... 

Syntopican VI in Washington 


Feb., 


THE OFFICE, June 1978 





SAVE MONEY 
SPRAY YOUR OWN ROOF 


Save the exorbitant cost of outside contrac - 
tors. The Randustrial® Do-It-Yourself Roof 
Spray Process lets your men do the work 
using Our equipment and proven procedures. 
Don‘t lose valued employees by laying them 
off if things are slow. Let them spray your 
roof and save. Free 64 page 1978 Roofing and 
Maintenance Catalog gives the details. 





NAME 
TITLE 
COMPANY 
ADDRESS 
CITY 
STATE, ZIP 
TEL. NO. 























(number) 


(area code) 
Rlandustrial. 
! 
. © Corporation 
Sales Offices in Principal Cities 


13277 Union Ave./Cleveland, Ohio 44120 
Phone: (216) 283-0300 


Circle Reader Service Card No. 351 


COLLATING! 
No one stays late, ith Gather-8° 
the very best manual desk-top collator 


50-8 PAGE SETS IN 2 MINUTES. 
Low cost— sturdy— 
mechanically efficient— portable. 





Forfastinformation: write for brochures: Manual and electric models, 


Michael Business Machines Cor 
145W. 45th St, NY. 10036 - (212) 582-2900 P. (VENI 


Selected Dealers all over the U.S.,Can.,L. Amer. TO-6 


Circle Reader Service Card No. 352 





STOP OFFICE MACHINE THEFTS 
ORDE y ANTI 
LOCKING SYSTEM— 


VA extremely effective 
The most COMPLETE line of protective 
devices ever, from simple, one point 
lock-down up through our exclusive 4 
point hold-downs and the new Porta-Lok 
which permits movement up to 8 feet 
wh’ + safeguarding your equipment. 


dealer or write Dept. 
CRD-conrbE LOCKING SYSTEMS 
14-56 Bell Boulevard, Bayside, N.Y. 11360-(212) 423-3116 
LS’ i I SA rE 


For complete information call your toca! 
rl 0-6-78 
Ui 


Circle Reader Service Card No. 353 


193 





Systems Analysts Must Interface Business Goals with Society’s, 
Larry S. Burr .... 
Systems Conference Next Month in Atlanta, Annual 
Telecommunications Is a Business Resource, Daniel L. Grove .... 
Telephone Calls, Construction Firm Is Saving Money on . 
Telephone Expenses, Records That Could Reduce Your, 
William A. Jacobson .. 
Temporary Help, Nine Out of Ten Firms Use, Charles J. Sigrist . 
Temporary Help Services 
Temporary Help, Why and How Business Uses 
Time Recorders 
Trimmer for Phototype, We Designed Our Own, John Ww. Nawratil May, 
Type, Ad Agency Profits by Setting Its Own = Apr., 
Whiteprinter Helps Make Movies 
Word Processing and Administrative Support Must Be ; a 
Team Effort, N. Elizabeth Fried & Mary K. Kohlbacher ...... June, 
Word Processing Aids Law Enforcement, Jacqueline Sorensen .. June, 
Word Processing and Legal Secretaries Are Paid the Same, 
Natalie Pace 
Word Processing and Phototypesetting, A Commercial 
Application of . 
Word Processing at the Business College Level 
Word Processing at the Department of the Interior, 24-Hour 
Turnaround for .. 
Word Processing Center, The Birth of a, Virginia Odum . 
Word Processing Print Quality, How to Maintain Your, 
Kathy Green 
Word Processing, Productivity Messurement in. 
Harold J. Franceschi . 
Word Processing, Research Reports Require Errorless ... 
Word Processing Saves Money for this City’s Housing ...... 
Word Processing Service, Employers Insurance of Wausau Uses a May, 
Word Processing Service, How I Started My Own, Herb Larson . June, 
Word Processing Systems, Evaluating, Le-ellen Spelman ....... June, 
Word Processing, The Million-Dollar Answer Is, Leslie Petrovich Jan., 


” 


In the News 
(Continued from page 189) 


Daniel J. Sullivan became presi- 
dent of National Blank Book Co., a 
subsidiary of Dennison Mfg. Co., 
succeeding Louis F. Oldershaw who 
became chairman of the board of 
directors. 

Qume Corp. named Lee Cannon as 
product manager, according to EI- 
liot Wassarman, vice president of 
marketing. 

Rigdon Currie was appointed vice 
president, business planning, at Di- 
ablo Systems, Inc. Tom Stoiber 
joined the firm as national sales 
manager. 

Cardinal Products announced the 
appointment of Bill Streff as na- 
tional sales manager. 

Robert E. Fritsche was named vice 
president-marketing of Vogel-Pe- 
terson Co. 

ATF-Davidson Co. announced the 
appointment of Michael R. Ledford 
as national sales manager, Supply 
Div., reporting directly to Richard 
Connor, vice president, domestic 
sales. 

Leslie Petrovich, formerly presi- 
dent of International Word Process- 
ing Assn., was appointed western 
regional sales manager for the Hen- 
drix Typereader. 
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Word Processing Center, Filing Equipment for the, William Fauth Oct., 


Word Processing, Customer Service, Fred B. Tregaskis 

Word Processing Does More for Lawyers 

Word Processing, Filing Magnetic Media for $5 

Word Processing for Direct Mail Advertising, Thomas J. Stinson 

Word Processing for Long Documents, Susan Macur ... 

Word Processing Helps School District Meet Budget Demands 

Word Processing in a One-Man Office, Robin Perry .... 

Word Processing in Small Offices, Combining Data and, 
Carolyn Warn 

Word Processing, Magnetic Media for, Amy D. Wohl 

Word Processing Paces Cosmetics Firm’s Growth 

Word Processing, Records for, Barbara A. Brown 

Word Processing Symposium in St. Louis, Fall 

Word Processing User, The, Benjamin W. anon 

Word Processors, Buyer’s Guide to 
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MODEL 101 


MAIL ph rorat 


The —. - b song DISTRIBUTING CART —elegance to 
please any xecutive efficiency to ag fy the budget 
minded man 

fast, accurat andting. speeds a cnteg and delivery 
CAPACITY: up to 100 legal size hanging file folders on top, plus 
two large steel iov ompartments vor parcels. ATTRACTIVE: 
walnut grain vir lad end panels, warm beige baked enamel side 

cae ; 


el folder rails @ 4” non-marking 
4” carpet casters optional 
t 


FREE! We'll analyze yo ) up ...fecommend procedures 
and equipment... .design new mailroom! Details in catalog 
WE'LL SEND YOU OUR FREE ‘ILLUSTRATED BROCHURE WITH 
DETAILS AND PRICES ... WRITE OR CALL NOW: 


W. A. CHARNSTROM COMPANY 
8127 Pleasant Ave. So., Minneapolis, MN 55420 
Toll free number: (800) 328-2962 











Circle Reader Service Card No. 472 





We can help you 
get rid of a 
continuous problem 


DATA-SHRED 


No folding. No tearing. No bursting. 
Just feed the first sheet of your con- 
tinuous computer printout into DATA- 
SHRED's extra-wide, 16” throat and 
the rest of your paper shredding 
problem is taken care of . . . auto- 
matically. 

The quiet, compact DATA-SHRED 
gives you unreadable %” shreds, up 
to 1000 pounds per hour. 

For more information about DATA- 
SHRED and our complete line of 
paper shredders, write or phone today. 


INDUSTRIAL SHREDDER 
AND CUTTER 
COMPANY 


103 MILL STREET 
SALEM, OHIO 44460 
Phone (216) 332-0024 


FREE 
_18-DAY TRIAL 


Circle Reader Service Card No. 473 
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